First-Time Login for Buy4Michigan

1. The Buy4Michigan production environment can be accessed using any web browser by navigating to
https://www.buy4michigan.com

2. If you received this email, your user profile has already been established in Buy4Michigan. To log in for
the first time, you must first set your system password using the “Forgot your Password” link at the
bottom of the login page.

3. If you are a vendor, please take a moment to click the “disclaimer” link on the login page and review the
vendor registration disclaimer.

4. Please also note the link at the top of the login page to online tutorials, quick reference guides, and
general information about doing business with the State: http://www.michigan.gov/micontractconnect
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Welcome to Buy4Michigan.com; the State of Michigan's online eProcurement solut

To view online tutorials, quick reference guides, and general information about doing
business with the State please access: http://www. michigan.govw/micontractconnect

L | Register
Register here to begin using Buy4Michigan
Vendars, please read this disclaimer prior to registering.
L | Complete Registration
Complete registration here to begin using BuydMichigan.
Vendars, please read this disclaimer prior to completing registration.

L | Open Bids
Browse open bid opportunities.
L | Active Contracts

Browse active Contracts/Blankets.

L | Contract & Bid Search
Search for Bids and active Contracts/Blankets

Login ID:

Password:

Forgot your password?

5. Once you have clicked the ‘Forgot your password’ link at the bottom of the page, below the Login ID /
Password box, you will see the Change Password screen and will be prompted for your Login ID and
Email address. You will need to use the email address to which this message was sent and be able to
receive emails at that address.

a. If you are a State of Michigan agency user, your login ID will be the section of your email
address preceding the “@” symbol. For example, if your email address is
johndoel@michigan.gov, then johndoel is your user ID.

b. If you are a vendor, your login ID will be the full email address to which this notice was sent.
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6. You will then receive a message indicating that “The Login Question and Answer are not
currently setup. This needs to be completed and your password will be reset.” Select a question
and provide an answer to enable you to reset your password, and make note of your answer as
this will be used if you need to reset your password again in the future.
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Validation Errors

® The Login Question and Answer are not currently Satup. This needs to be completed and your password wil b resst

Change Password
For verification purposes, please enter your Login ID and Email Address.

Login ID: ejacobsen

Email Address: ejacobsen@noreply.com

Login Question: v

Login Answer:

Copyright ® 2013 Periscope Holdings, Inc. - All Rights Reserved

7. Once you have completed the required information, press Continue once. Buy4Michigan will
notify you that your new temporary password will be emailed to you. It may take several
minutes to receive your temporary password. If you do not receive your password email after
several minutes, verify that the email is not in your “Junk” or “Spam” folder.

8. Once you have received your temporary password, return to the login page at

https://www.buy4michigan.com and enter your login ID and temporary password into the Login ID and
Password fields near the bottom of the screen, then press the “Login” button.

9. You will then be prompted to reset your temporary password using a new password that only
you know.

a. Passwords must be a minimum of 8 characters, contain a combination of letters and
numbers, and not be a password that you have used in the last 5 password resets.

b. When you have completed the required fields, press the ‘Submit’ button at the bottom
of the screen.
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Change Password
Current Password" sesseses
@ our current password is temporary. You must enter a new password.
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Once you have successfully logged in using your new password you will be taken to the home screen for
the system role assigned to your user account, or if you have accessed the system previously, the last
screen you were on in your last session.

Vendors: Please review the Quick Reference Guides “Vendor Maintenance” and “Adding a Seller User”
to review the information in your company’s account and add other users within your organization.
These Quick Reference Guides and other useful training and reference materials regarding the use of
Buy4Michigan can be found at http://www.michigan.gov/micontractconnect

If you require assistance, please contact
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